Natural Resources Conservation Service
ATTACHMENT B - Sample Performance Plan
State Administrative Officer

Please note the formatting with the boxes will not save in EmpowHR.  Use paragraph format for alignment – see examples below.

(1) MISSION RESULTS






(critical)

Demonstrates support for agency strategic goals and initiatives within own organizational unit and contributes to the achievement of overall agency initiatives.  Stresses accountability and continuous improvement to employees, makes timely and effective decisions, and produces results through strategic thinking and decisive action. Demonstrates responsiveness to management, partners, the public, and to internal and external customers.  Continually reviews, monitors, and strives to improve organizational performance to achieve NRCS mission results. 
Alignment: Accomplishment of the objectives in this element contributes to the accomplishment of the following Agency goals and management initiatives.

USDA Strategic Goals

· Goal 6: Protect and Enhance the Nation’s Natural Resource Base and Environment

NRCS Strategic Goals:

· Goal 1: High Quality, Productive Soils

· Goal 2: Clean and Abundant Water

· Goal 3: Healthy Plant and Animal Communities

· Goal 4: Clean Air
· Goal 5: An Adequate Energy Supply 

· Goal 6: Working Farm and Ranch Lands 

USDA Management Initiatives:

· Improve Human Capital Management

· Improve Financial Management

· Expand Electronic Government

· Establish Budget and Performance Integration
· Implement Competitive Sourcing

· Eliminate Improper Payments

· Improve Real Property Management

NRCS Management Initiatives:

· Equal Employment Opportunity

· Fair and Equitable Service Delivery

· Human Capital

· Electronic Government

· Financial Performance

· Budget and Performance Integration 

Links to the following State Conservationist Performance Objective for 2008;
(1) Develop and Implement a State Business Plan that aligns with the NRCS Strategic Plan (2005-2010), annual performance goals, and NRCS budgetary priorities

(3) Achieve results pertaining to the President’s government-wide management initiatives intended to improve effectiveness and efficiency in the State.  Implement a State scorecard for tracking progress in the strategic management of human capital.
Performance Objective (1):
Manage Financial Management, Human Resources, Management Services, and the Ethics program in State Name  to ensure that the products, services, advice, and guidance provided in these areas achieves results pertaining to the President’s government-wide management initiatives,  the NRCS human capital plan, and applicable Departmental directives for management services and ethics for Fiscal year 2008.
Performance Standards/Measures

Establishes/Maintains a management process for the effective delivery of Human Resources, Financial Management, and Management Services during the 2008 fiscal year that includes: periodic review of progress against FY-2008 administrative priorities; making adjustments to ensure that progress is sufficient to accomplish set priorities; delegating appropriate authority, addressing resource needs within the administrative sections; on-going feedback to staff; and the escalation of issues/problems to the State Conservationist, as appropriate.
Meets the NRCS or state office requirements as stated in the President's Management Agenda and other USDA or Agency Initiatives by the required dates.
Ensures that information about an individual maintained by the State Name NRCS, including, but not limited to, financial transactions, medical history, or criminal history and information which can be used to distinguish or trace an individual’s identity, such as their name, social security number, date and place of birth, mother’s maiden name, biometric records, etc., including any other personal information which is linked or linkable to an individual is safeguarded in such manner as to only be available to those needing the information to perform their assigned duties.
Human Resources (HR)

Ensures the State Name staffing plan reflects the current and future workforce needs of the state.  Monitors and makes recommendations to the State Conservationist that the plan has flexibility in staffing levels due to budget variability by effectively managing the ratio of non-permanent employees in the state and incorporates staffing alternatives such as TSPs, ACES, Career Interns, etc. 
Identifies and recommends steps to meet targets for closing selected mission-critical occupation (MCO) competency gaps.

Provides necessary resources for performance compliance reviews to confirm that 70 to 80 % of employee performance appraisals/ plans in the State link to the USDA/NRCS strategic plans and State Business Plan and meet “Specific, Measurable Aligned with Strategic Plans, Realistic, and Time Bound” (SMART) criteria by January 30, 2008. 

Analyzes hiring information to ensure that 70% - 90% of hires in the State are made within 45 business days of announcement closing.   Ensures that selecting officials receive hiring certificates from human resources within 15 business days of the announcement closing date.
Ensures that 70% - 90% of applicants are notified of their status within 45 business days of announcement closing; meets targets for hiring process improvements based on the Hiring Satisfaction Survey; and optimizes the use of hiring flexibilities.
Analyzes the feedback received from employees from the Federal Human Capital Survey (FHCS)/Annual Employee Survey (AES) or other feedback mechanisms (focus groups/1-on-1 discussions) and develops and recommends action plans to the state conservationist to improve future survey results /employee satisfaction if identifiable at the state level.
Financial Management 

Provides information and makes recommendations to successfully execute a balanced budget and properly manage obligations within the resource-based allocations.  

Complies with NRCS financial policy, Federal law, and Federal regulations governing financial reporting.  Monitors obligations and spending within approved budgets and recommends corrective actions when needed.  Ensures correct internal controls and an efficient operating process are in place to verify adequate supporting documentation and proper approvals prior to payments or transfer of funds.  Reviews and manages operational and financial processes and procedures to keep from adding additional programs to the high risk list (improper payments above 2 percent of program outlays).
85 to 95 percent of all payment requests are processed within established guidelines and timeframes. 
Management Services

Conducts inventory assessments, as required, to ensure that all asset level data is accurately reflected in the Department’s Corporate Property Automated Information System within any established due dates.
Establishes sideboards and limitations for staff to negotiate leases that are within budgets and allow for growth or shrinkage based on needs.  Develops innovative solutions to maximize available space while considering employee safety, work area, and personal needs (Access and physical impairments)
Provides oversight to ensure that all contracts and leases are executed in accordance with Federal Government guidelines and policies.

Ethics
Actively promotes awareness and facilitates adherence to ethics and standards of conduct statutes, regulations, policies, and procedures.

Provides reports to the state conservationist and follows up with employees to ensure that 100% of mandatory ethics training is completed by the required due dates and that 95-98% of financial disclosure filers are notified and file required reports within established timelines.
Serves as ethics advisor to the State Conservationist by keeping them abreast of changes to regulations; and providing consultation pertaining to employee and customer concerns or inquiries. Consults with the Office of Ethics and other appropriate resources as needed.
Performance Objective (2) 
Develop and implement an Administrative Business Plan that aligns with the State Name Business Plan.  
Performance Standards/Measures: 

Implements a current Administrative Business Plan that includes deadlines and specific staff responsibilities to guide Administration’s operations. Ensures the plan aligns with the State Name Business Plan; demonstrates that human capital planning efforts (including workforce, succession, accountability, survey action and other human capital-related plans) are strategically integrated; analyzes results relative to the plans and uses them in recommending decisions that drive continuous improvement within State Name. The outcome is a management tool to guide State Name administrative operations to achieve the Agency’s strategic goals and objectives.

The Administrative portion of the State Name Business Plan includes prioritized milestones/ action items for fiscal year 2008 that are consistent with National guidance and include human capital planning that aligns with the NRCS Human Capital Plan (2006-2010) and human capital priorities for fiscal year 2008.
Performance against the administrative portion of the State Name Business Plan.        80-90% of the action items in the Administrative portion of the State Name Business Plan are accomplished by established due dates.
(2)  SUPERVISION







(critical)

Work is assigned in a fair and effective manner. Technical guidance to subordinate staff is ordinarily provided in a timely manner. Performance management is implemented in accordance with procedure. Issues, concerns, or problems are handled promptly and fairly. To the extent possible, staff is properly trained and complies with occupational health and safety programs.  Management decisions are supported and implemented within appropriate timeframes.
Alignment— Accomplishment of the objectives in this element contributes to the accomplishment of the following USDA and NRCS management initiatives. USDA Management Initiatives: Improve Human Capital Management; Improve Financial Management; Expand Electronic Government; and Eliminate Improper Payments.  NRCS Management Initiatives: Human Capital; Electronic Government; and Financial Performance and SES Objective: Meets the NRCS or staff office requirements as stated in the President's Management Agenda and other Departmental initiatives.
Links to 2008 State Conservationist Performance Objective (4);  Provides leadership and vision across the State to increase conservation benefits achieved through effective and efficient implementation of technical and financial resources and to increase employee satisfaction as measured through productivity and feedback from employees and customers.
Performance Objective (3):
Provide leadership and management to the assigned staff that effectively allocates workload; identifies and addresses personnel issues; and motivates, develops, and rewards employees resulting in an increase in employee satisfaction as measured through productivity and feedback from employees and customers.
Performance Standards/Measures

Ensures staff receive technical, managerial, and administrative guidance; identifies problem areas and initiate corrective actions within established/agreed timeframes; delegates authority where appropriate to more effectively address the administrative needs in State Name; manages performance to include recognition and reward of employees as appropriate; provides ongoing feedback and applicable training for assigned staff; escalates issues/problems, when appropriate; and reviews administrative work products for employee compliance with NRCS policy and Federal regulations.
100% of performance plans for employees who are direct reports are aligned with organizational goals (NRCS Strategic Plan and State Business Plan), focus on expected results, are equitable, and are written , established and communicated in accordance with agency policy (meet SMART criteria) by January 30, 2008.  Employees provide feedback that they are involved in the development of performance plans and/or specific performance goals.
Individual Development Plans (IDPs) are in place for all direct reports within 30 calendar days of the finalized performance plan. Mentoring opportunities are identified and opportunities for providing developmental assignments are explored. 
Ensures 100 percent of subordinate employees have successfully completed the Computer Security Awareness and Privacy Refresher training by assigned due dates. 

Provides forum for regular communication with assigned staff to:

-Establish an atmosphere that encourages open communication and supports both team work and individual effort. 
-Informs employees of work unit objectives, Agency policies and procedures, important events, and other pertinent information/issues.
-Discusses ideas and concerns with employees.
Feedback from staff indicates that they:

-Understand the Agency’s direction, State Name’s goals and their role in achieving these goals; Understand what is expected of them; Were involved in developing their performance plans; Understand how well they are performing and where they need to improve; Have performance plans that accurately reflect their performance requirements; Have the necessary tools and resources to accomplish their work; Where they do not have what they need, they understand why; Have the skills and knowledge they need to do their jobs, or a plan to obtain them; are acknowledged and appreciated for good performance.
(3)  EQUAL OPPORTUNITY/CIVIL RIGHTS (EO/CR)


(Critical)
Equal Opportunity/Civil Rights: Performs all duties in a manner which consistently demonstrates fairness, cooperation, and respect towards coworkers, office visitors, and all others in the performance of official business. Demonstrates an awareness of EO/CR policies and responsibilities of the Agency and the Departmental goals of valuing a diverse, yet unified workforce.
Alignment: In support of USDA’s Civil Rights Performance Plan and NRCS Management Initiative: Ensuring Civil Rights.

Links to 2008 State Conservationist Performance Objective (6);  Implement and track strategies to move NRCS closer to reflect the Civilian Labor Force and strategies that are designed to provide parity in service delivery.  Track and analyze workforce diversity trends, including retention, promotions, and participation in leadership development programs, training, and other developmental opportunities.
Performance Objective (4):
Implement and track strategies to move the State Name NRCS closer to the Civilian Labor Force (CLF).  Monitors and analyzes workforce diversity trends, including retention, promotions, and participation in leadership development programs, training, and other developmental opportunities.

Employment – Takes affirmative steps to recruit, hire, train, and promote employees from diverse backgrounds 

-Position marketing and recruitment strategies reflect assessment of the labor market and position competencies, potential candidate pool, and diversity goals.  Monitors and reports on selections for key positions to ensure they are made in line with the Agency’s hiring timeframe policies and workforce diversity goals.  The desired outcome is a workforce that more closely mirrors the distribution of ethnicity and gender diversity in the CLF.
-Recruitment strategies include actions to reach diverse populations at colleges/universities, minority-focused professional organizations and other organizations representing women, veterans, people with disabilities, and other special emphasis groups.

-Analyzes data related to training, retention, promotions, and leadership and career development by RNO and identifies targets for improving performance in these areas. 

-Demonstrates proactive human resources management to increase workforce diversity by 1% - 2% based on five year trend data within allowable staffing and budget plans.
Accountability – Performance against EO/CR goals.  Analyzes performance reports and provides information to the State Conservationist that indicates that all employees have a civil rights performance element in their individual performance plans which link to the objectives and the Agency’s strategic plan.  Tracks civil rights training to assist the State Conservationist to ensure that all employees within State Name complete mandatory Civil Rights training within assigned timeframes. 

-Ensures that timely disciplinary action of employees is taken in cases where civil rights of others are violated by conducting fact-finding inquiries and preparing necessary correspondence for the state conservationist.
Tracks outcomes/impacts of activities and submits quarterly progress reports to the Civil Rights Division for the Civil Rights Performance Report by established due dates.
Complaint Processing – Makes good faith efforts to resolve employment complaints and workforce disputes at all times, particularly early in the process, by facilitating alternative dispute resolution, conducting or arranging for training, or implementation of alternative assignments; by timely responding to requests for information from EEO counselors, mediators, investigators, and adjudicators within mutually established due dates; and by assisting with prompt implementation of settlement agreements.
Safety and Health -- Ensures that the state C.O.O.P plan is current and employees have information and guidance to comply with occupational health & safety programs and to manage in the event of a disaster and emergency situation. The outcome is a greater awareness of safety issues and requirements, and the techniques to monitor, address, and/or eliminate them.

(4)
CUSTOMER SERVICE 





(non-critical)
Provides advice that is timely, responsive, and accurate.  Maintains appropriate rapport with internal and external customers.  Develops and establishes working relationships with external organizations as required.  Keeps supervisor and/or team leader informed of difficult and/or controversial issues and unique problems.  Takes action to effectively solve problems before they have an adverse impact on the organization, or on other employees. 
Alignment:  Accomplishment of the objectives in this element contributes to the accomplishment of USDA Strategic Goal 6: Protect and Enhance the Nation’s Natural Resource Base and Environment, and NRCS Strategic Goals 1-6.

Link to 2008 State Conservationist Performance Objective (5); Develop and implement strategies to increase participation in NRCS conservation programs/projects and to maintain and improve customer relations.
Performance Objective (5)

Ensures responsiveness to organizational leadership, internal and external customers, State Name NRCS partners, and the general public to maintain and improve customer relations.  

Performance Standards/Measures
Consistently provides information/advice that is timely, responsive, and accurate. Maintains appropriate rapport with internal and external customers.  Develops and establishes working relationships with external organizations as required.  Keeps supervisor informed of difficult and/or controversial issues and unique problems. Takes action to effectively solve problems before they have an adverse impact on the organizational unit or on other employees or customers.

Follows through on customers’ inquiries, requests, and complaints.  Keeps customers up-to-date about the progress of projects. 

Maintains clear communication with customers regarding mutual expectations and follow through.

Feedback from Customers indicate satisfaction with:
-The quality of service delivered, including indication that any necessary collaboration met their needs.
-The quantity and quality of information provided increased their understanding of NRCS administrative programs.
-The services provided or solutions offered met their overall needs.
-Information and data provided was accurate and provided by expected due dates.
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